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RECORDS RETENTION AND DISPOSAL SCHEDULE
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Agency
County Commissioners of Calvert County, MD

Division/Unit

Human Resources-Benefits

Item
No.

Description

Retention

“The issuance of a legal hold by the County Attorney’s Office
overrides any portion of this record retention policy or
schedule that otherwise calls for the disposal, transfer, or
destruction of records subject to the hold, until the hold has
been released by the County Attorney’s Office. No record that
is subject to a legal hold may be altered, disposed of,
transferred, or destroyed, even if the scheduled destruction
date has passed. Any person preparing to alter, dispose of,
transfer, or destroy a record must ascertain whether a
litigation hold applies to the record before doing so0.”

Employee Health Insurance and Retirement Records

Employee and retiree health and retirement records.

Voluntary Benefit Records

Long term disability, life insurance, flexible spending billing
reconciliation records.

Once record becomes wadtwedl
Seperstion gean to Maryland
State Archives standards and
destroy paper original.
Retain electronic version for
7 years after death of
employee and beneficiary,
then destroy.

Retain 3 years, then destroy.

Schedule Approved by Department, Agency,
or Division Representative.

N o

Tvped Name

Date

Signature

Title Director, Human Resources.

Schedule Authorized by State Archivist

Date ‘ - - 2019

Paula G. Gray Signature

T

Dok

DGS 550-1
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RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
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Agency
County Commissioners of Calvert County, MD

Division/Unit

Human Resources-Benefits

Item
No.

Description

Retention

Pension Plan Records

Documentation to include meeting minutes, plan documents,
amendments, statements for pension and Other Post-Employment
Benefits (OPEB) trust.

Pension Investment Records

Documentation of investments for pensions and Other Post-
Employment Benefits (OPEB) trust.

Executive Correspondence (Efm.i\ Dm\\,\

Incoming and outgoing business-related correspondence that
provides unique information relating to the functions, policies,
procedures or programs of an agency. These records document
executive decisions made regarding agency interests, The executive
decision maker is the agency director.

Administrative Correspondence (EM,,;\\ O\ \'3

Incoming and outgoing business-related correspondence created in
the course of administering agency functions and programs.
Administrative correspondence documents work accomplished,
transactions made, or actions taken. This correspondence
documents the implementation of agency functions rather than the
creation of functions or policies. Business-related correspondence
that is related to a core function of an associated series should
follow the associated retention period.

Retain 100 years, then
destroy.

Retain 5 years, then destroy.

Permanent. Retain for 1
years, then transfer to the
Maryland State Archives.

Retain for 1 year, then
destroy or purge from email
system.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES Schedule No. C1307
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 of 3

(Continuation Sheet)
Agency Division/Unit
County Commissioners of Calvert County, MD Human Resources-Benefits
Item Description Retention
No.
7 Transitory Correspondence ( Email OM\D

Incoming and outgoing correspondence related to matters of short Retain until administrative
term interest. Transmittal correspondence between individuals, need ends and then destroy.
departments or external parties containing no final contractual,
financial or policy information. This correspondence does not
impact agency functions. When resolved, there is no further use or
purpose.

DGS 550-1A




Instructions ~Type or Print a separate form for
each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

County, MD

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 Fu\GE_\ o 7
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Board of County Commissioners for Calvert Department of Human Resources Benefits

purposes.

DEFINITION. RECORD SERIES: A group of refated records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

5. Earliest Year/Latest Year

Employee Health Insurance and Retirement Records _ 197916 2017_

series.)

format for storage and retention,

8. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the 'purpose or function of the

Employee and retiree health and retirement records. Inactive files are scanned to Maryland State Archives standards and maintained in electronic

7. Record Series Format(s)  List all
K Letter Size ] Microfilm
(X Legal Size ] Computer Tape
[] Audio Tape [ Floppy Disk
[ Bound Book  [] Video Tape

[ Other {specify} Electronic

8. Record Series Sequence 9. Velume
38,

Alphabetical Number

[ Nurnerical - B4 File Drawer(s}

[ Microfilm Reel(s)

[ chronalogicat O Computer Tape(s}

B Other {specify)__Electronic Files_{PDF scan saved to restricted internal
[ Geoaraphical ‘ drive)

[ Otner (specify) ______ 10. Annual Accumutation
_Approx.2
Number

B4 Fite Drawer(s)

[ Microfilm Reel(s)
[ Computer Tape{s}
[0 Cther (specify),

11, File is Used 42. File Becomes Inactive After
__Separation
[ paity B weekly O Montnly ] Anrually Number OMonthisy  [J Year(s)

13. Cumrent Location(s) (Bldg., Flcor, Room}

Depantment of Hurnan Resources, County Services Plaza, Svile 101

14. ks Record Series Duplicated Elsewhere? (If yes, specify agéncy or office.}

[ Yes B No

15. Access Restrictions (If Yes, cite Law{s} & Regulation{s)

16. Audit Requirements

R ves O Ne
HIPAA B Nona [ State  [J Federal [ Independent
17. Is an Index System used? If yes, explain briefly and descrive requirements 18. Recommended Retention

[ ves Bd Ne

Once record becomes inactive at separation, scan to Maryland State
Archives standards and destroy paper original. Retain electronic version

for 7 years after death of employee and beneficiary, then destroy.

19. Name and Title of Preparer
Paula Grover Gray, Human Resources Director

-

20. Teiephone Number 21. Date
410-535-1600 ext. 2367 § 8/15/2017

DGS 5560-4 (Rov. 1/93)




AGENCY RECORDS INVENTORY

instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES

each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

RECORDS MANAGEMENT DIVISION
7275 Waterloo Read, P.O. Box 275

Jessup, Maryland 20794
A10-799-1930

PAGE g OF :

1. Department/Agency 2. Division 3. Unit

Board of County Commissioners for Calvert Benefits

County, MD

Department of Human Resources

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unil far reference as well as retention and dispaosition
purposes.

4, Record Series Title
Voluntary Benefit Records

5. Earliest Year/Latest Year
_2M2t02017___

6. Record Series Description (Briefly describe the types of informationfdocuments/forms found in the series. Include the purpose or function of the
series.)
Long term disability, life insurance, flexible spending billing reconciliation records.

7. Racord Series Farmal(a) List all 8. Record Seras Sequenca 9. Volume
_
X Letter Size  [J Micrafim B4 Atphabetical Number
[ Legal Size  [] Computer Tapa [1 Numerical B File Drawer(s)
[ Microfilm Reel(s}
[0 Audio Tape [} Floppy Disk [ chronolegical O Computer Tapa(s)

[ Other (specify),

[} Bound Book ] Video Tape [ Gecgraphicat

10. Annual Accumulation

[ Other (specify), [ Other (specify) ____ _Approx .25
Number
[ File Drawar(s)
3 Microfilm Reel(s)
[ Computer Tape(s)
[ Other (specity)
11, Fite is Used 12. File Becomes Inactive Aftar
_3year
[ paily [ weskly B Monthly [ Apnualy Number [CIMonth(s) [ Yearis)
13. Curreni Lecation(s) {Bldg., Floor, Room) 14, Is Recard Series Duplicatad Elsewhere? (If yas, specify agency or office.)
Depariment of Human Rasources, County Services Plaza, Suiie 101 [ Yes B No :

15. Access Restrictions (If Yas, cite Law(s) & Regulation(s)

[ Yes X No

16. Audil Raquiremants

B None [ State [] Federal [ indepandent

17. Is an Index Sysiem used? If yes, explain briefly and describe requirements

[ Yes BJ Ne

18. Recommended Retention

Retain 3 years, then destroy paper records.

19. Name and Title of Preparer
Paula Grover Gray, Human Resources Director

20. Telephone Number
410-535-1600 ext. 2367

21. Date
8/1572017

DGS 550-4 {(Rev. 1/83)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE 3) oF ‘ Z
Jessup, Maryland 20794
410-795-1930
1. Department/Agency 2. Division 3. Unit
Board of County Commissioners for Calvert Department of Human Resgurces Benefits

County, MD

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title
Pensicon Plan Records

5. Earliest Year/Latest Year
199010 2017__

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the

series.)

Documentation to include meeting minutes, plen documents, amendments, statements for pensions and Other Post-Employment Benefits (OPEB)

trust.

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
-3
] Letter Siza  [J Microfilm [ Alphabetical Number
B LegaiSize [ Computer Tape O Numerical [X] File Drawer(s)
[ Microfitm Reel(s)
O Audic Tape [ Floppy Disk O Chrenologicat [ Computer Tapets)
[ Otner {specify)
[ Bound Book {1 Video Tape O Geographical
10. Apnual Accumulalion
O Qther {specify) O Other (specify} _Approx.1
Numbsr
[ File Drawer(s)
[ Miceofilm Reel(s)
O Computer Tape(s)
[0 Other (specify)
11, Fila is Used 12. File Becomes Inactive After
—NA____
O Daily Bd weekly O Monthiy O annuatly Numbar O Monthis)  [J Yearis)

13, Cumrgnt Localien(s)  {Bldg.. Floor, Room)
Dapartment of Human Resources, County Services Plaza, Suita 101

14, Is Record Series Duplicated Elsewhere? {If yos, specify agency or office.)
O Yes B No

15. Access Reslrictions {If Yes, cita Law(s) & Regutalion{s)

[ Yes B3 No

16, Audil Raquiremenis

BJ Nona [ State [] Federa! [ Indepandant

17. Is an Index System usad? M yes, explain briefly and descrite raquiremants

O ves B mo

18. Recommended Retention
Retain 100 years, then destroy.

19. Name and Title of Preparer
Paula Grover Gray, Human Resources Director

20. Telephone Number 21. Date
410-535-1600 ext. 2367 | 9/19/2017

DGS 550-4 (Rav. 1/93)




AGENCY RECQRDS INVENTORY

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES

each new or revised record series. Forward
with Records Retention Schedule (DGS 550-7)

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE I-‘_ CF L

1. Department/Agency 2. Division 3. Unit

Board of County Commissioners for Calvert Benefits

County, MD

Department of Human Resources

DEFINITION: RECORD SERIES: A group of refated records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title 5. Earliest Year/Latest Year

Pension Investment Records _201010 2017 _

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the
series.)

Documentation of investments for pensions and Othar Post-Employment Benefits (OPEB) trust.

7. Retord Series Farmal(s) Lisiall B. Record Series Saquence 8. Volums
PR
[ Letter Size [ Microfilm [X Alphabstical Number
B Legal Size  [J Computer Taps O Numericat [ File Drawar(s)
[ Micrefitm Rael(s)
[ Audio Tepe [ Floppy Disk O chronclegical [0 Computer Tapa(s)
[ Other {specify)
O eound Book  [[] Video Tape [ Geographical
10, Annual Accumulation
[ Cher (specity) [ Other (specity) ______ _Approx.1
Number
(X File Draweris)
[ Microfilm Resi(s)
O Computer Tapets)
[ other (spacify)
11. File Is Lised 12, File Becomes Inactive After
_NA
[0 aily B weekly O wonthiy O annuary Number O Monthis) [ Yeas(s)

13. Current Location(s)  (Bldg., Floor, Room)
Cepartment of Human Resources, County Services Plaza, Suits 101

14, Is Record Series Duplicated Elsewhere? (M yes, spacify agency or offica.)

Oves ENo

15. Ascess Restrictions (If Yes, cite Law{s) & Regulalion{s)

O ves R Ne

16. Audil Requirements

[ None [ State [J Federal [J Independent

17. Is an Index System used? If yes, explain briefly and descrite requ:remanis

O 5 18. Recommended Retention
Yes No

Retain 5 years, then destroy paper records.

19. Name and Title of Preparer
Paula Grover Gray, Human Resources Director

20. Telephone Number
410-535-1600 ext, 2367

21. Date
8/15/2017

DGS 550-4 (Rev. 1/93)




INSTRUCTIONS - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.Q. BOX 275

ELECTRONIC RECORDS INVENTORY

WITH JESSUP, MARYLAND 20794 Page 5 of -‘7
RECORDS RETENTION SCHEDULE (DGS {410) 799-1930 9

COMAR 141804

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

County Commissioners of Calvert County, lDepartment of Human Resources Benefits

MD

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention
and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE
Executive Correspondence

5 EARLIEST YEAR/LATEST YEAR
2015 TO Present

6 INPUT - Identify source of informaion to be entered

Email of employees

Electronic mail

7 QUTPUT - Identify the usefs of information generated by system

8 ELECTRONIC RECORD SERIES CESCRIPTION -

Briefly describe the informationfdocuments/forms

contained in a series. Include purpose and function of the system.

Incoming and outgeing business-related correspondence that provides unique information relating to the functions, policies,
procedures or programs of an agency. These records document executive decisions made regarding agency interests. The
executive decision maker is the agency director.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.
Only the owner of the e-mail account has access to the account.

10 UPDATING CYCLES OR CONDIT:ONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Permanent. Retain for 1 year, then transfer to the State Archives.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Email account

12 RECOMMENDED RETENTION

Permanent. Retain for 1 year, then transfer to the State Archives.

13 TYPED OR FRINTED NAME OF
PREPARER
Paula Grover Gray

14 TELEPHONE NUMBER

410-535-1600 ext. 2368

15 DATE

8/3/2017

16 TITLE OF PREPARER
Human Resources Director

DGS 550-6




INSTRUCTIONS — TYPE CR PRINT A :
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH

RECORDS RETENTION SCHEDULE (DGS
550-1)

COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.0. BOX 275
JESSUP, MARYLAND 20794
(410) 799-1930

ELECTRCNIC RECCORDS INVENTORY

Page lo of 2

1 DEPARTMENT/AGENCY

County Commissioners of Calvert County,
MD

2 DIVISION

Department of Human Resources

3 UNIT

Benefits

DEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Administrative Correspondence

5 EARLIEST YEAR/LATEST YEAR
2015 TO Present

16 INPUT -
Email of employees

Identify source of information to be entered

Electronic mail

7 OUTPUT - identify the use/s of information generated by system

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

Incoming and outgoing business-related correspondence created in the course of administering agency functions and programs.
Administrative correspondence documents work accomplished, transactions made, or actions taken. This correspondence -
documents the implementation of agency functions rather than the creation of functions or policies. Business-related
correspondence that is retated to a core function with an associated series should follow the associated retentlon penod

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.
Only the owner of the e-mail account has access to the account.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Retain for 1 year then purge from email system.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression estabhshed to
ensure the record's retention and usability throughout the record's authorized life cycle.

Email account

12 RECCMMENDED RETENTION

Retain for 1 year then destroy or purge from email system.

13 TYPED OR PRINTED NAME OF
PREPARER
Paula Grover Gray -

14 TELEPHONE NUMBER

410-535-1600 ext. 2368

15 DATE

B8/3/2017

16 TITLE OF PREPARER
Human Resources Director

DGS 550-6




INSTRUCTIONS - TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORD SERIES. FORWARD 7275 WATERLOO ROAD, P.O. BOX 275

WITH JESSUP, MARYLAND 20794

RECORDS RETENTION SCHEDULE (D3S {410) 795-1930 Page ‘7 of .7
g?)(i-;A);R 14.18.04

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Sn%unty Commissioners of Calvert County, | Department of Human Resources Benefits

DEFINITION - Record Series - A group of related records stared electronically and used as a unit for reference as well as retention
and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR
Transitory Correspondence 2015 TO Present

6 INPUT - Identify source of informasion to be entered 7 OUTPUT - Identify the use/s of information generated by system
Email of employees Electronic mail

8 ELECTRONIC RECORD SERIES CESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.

Incoming and outgoing correspondencs related to matters of short term interest. Transmittal correspondence between
individuals, departments or external parties containing no final contractual, financial or policy information. This correspondence
does not impact agency functions. When resolved, there is no further use or purpose.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.
Only the owner of the e-mait account has access to the account.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Retain until administrative need ends and then destroy.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record’s retention and usability throughout the record's autherized life cycle.
Email account

12 RECOMMENDED RETENTION
Retain until administrative need ends and then destroy.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER ‘
Paula Grover Gray 410-535-1600 ext. 2368 8/3/2017

16 TITLE OF PREPARER
Human Resources Director

OGS 550-6




